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SUBJECT : Machine System of Agency Records

1. Last year our Annual Records Inventory included data
intended for a machine language system. Again this year we will
request detailed reports related to Records Control Schedules as
well as a records equipment inventory which will be put into a
machine processable system which can provide periodic reports and
analysis for use by Agency Records Managers.

2. I am requestingmto report to you each
Friday for the remainder o e Fiscal Year to assist in designing

the Inventory Request Form and the Machine System. He has developed
a records inventory machine system in DDS&T and is working on one
in DI,

3. Because the System covering Office Records must be compatible
with the System to Control Records in the Archives and Records Center,
I am requesting 0 report to me each Wednesday to
work on the related revision and expansion of his punch card system.

b, T consider these systems developments to be of the utmost
importance to the future of the Total Records Program in this Agency.
I will be particularly interested in your ability to work with these
people and successfully develop and complete this priority project
before July 1, 1970. I will look forward to reading your proposals,
plang, and time schedules after you meet with Ray. I will expect
you to include reports of your progress and problems in your regular
weekly reports to me. .

25X

ie
Records Administration Officer

IR
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X1A MEMORANDUM FOR:_

SUBJECT 3 Assignment at Central Staff Office

1, Your assistance is required in the Office of the Central
Records Staff., You are Tequested to report to me in Room 702
Magezine Building each Wednesday for the balance of Fiscal Year
1970. You may select the work hours best suited to your travel

- requirements such that you are available for duty here either bee
tween 8100 and 4330, 8:30 and 5:00 or 9:00 and 5:30. You will
find room in the Visitor's parking area of Magazine Building.

. / :
\ 2. You are to work with me primarily oﬁi%%proving the machine
- -record system for control of material in gnd out of the Archives
and Records Center and for processing an@géualyzing that data and
producing periodic reports for use by component and Agency Records
Managers, This system and data wlll be compatible with %he equipe
ment and records controls and data analysis syastems used in the
Central Staff. o

3. Additional duties related to the Total Record Progran way
be assigned to you for completion during your period at Headquayters,
You will be expected to work with me on some Records Management
Board activities and this may require an occasional extra few days
‘at Headquarters,

4, The remainder of the week you will continue your regular
duties at the Archives and Records Center after you have attended to
the current systems work and Conferences not completed at Headquarters.
will be advised to remove and adjust several of your
uties and responsibilities to accomodate this additional priority
work in and for the management of the Total Records Program. '

1 A 1
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10 March 1970

SUBJIECT ¢ Assignment in the Office of Records
: : Administration Branch, Support Services Stafll

r 1. Your asgistance is required in the Office of the Central
Records Staff. You are reguested to report to Room 702 Magazine
. Building for duty esach Friday for the balance of Fiscal Yeaxr L1970,

2. You are to report to_ end work with her
primarily on the inventory of Records in Agency Offices. BSecondly, °
thig 1970 inventory znd all past inventory infoxmation, collected .
or deduclble from the data gathered, shall be orgsnized and
entered into & machine language systefChhereby the data may be
processed and analyzed end consistent periodic reports produced
for Apgency Records Managers., This Systen and Records Management
Information, 1t8 data input end cutput will be mede compatible
with the records data control and enalysis pystems uged by the

 Records Center. : : '

: 3, Booh Friday, I will meet with you for a progress repory
~and planning session. These oral sessions will supplement the
' neceggary Project documentation, time schedule, flow charts, code
* developments, and other written proposals, justifications, and

' gxplanation of alternatives consldered.

' f%‘ 4, You are to continue with your‘work to support W ‘
Y {n DDT &g time will allow. Priority will be given to t Y8 U Eeh N

i development to control yecords information Agencywide., Otbher
"t Total Records Progrom activities may require priority attention

' and should be expected to be assigned to you for action during
| this period in the Central Steff. - I

.
|

‘ Cnief
Records Administrabtion Qfficer

,
A
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31 March 1970

181 Compl

5,389 2,h12 5 P, T.
258
37

53
3,746 355 2

1,456 251 25
11

Lo 1 3

3 L

6,218 2,692

Totals 17,230

Overall Agency Total 17,419 (inchks 189 TAS.) (185 + 4 fla)
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Records Frogram Information Processing System

I. Purpose, The purpose of thig proposed System is to prowvide

an effective method for the economical management of the Agency's
Records and Information Progessing Program.

ITI  Scope. The scope of this system will include all elements of

the Agency Records Administration Program as set forth in Agency
Regula‘bion- In addition, the system will include all subsystems
through which the program is implemented, such as Forms, Correspondence,

Reports, Records Control Schedules, Record Center Actitities, Records

Personnel.

III System Objectives. The objectives of this System are:

to provide management with current and reliable data
upon which to make future planning, policy and strategy
decisions;
to exploit the inventory data to determine records trends;
to plan constraints for the Records Uenter;
to forecast Archives and Records Center activity expectations;
to aesist management in evaluating the Rscords Program.

to provide management with data upon which to} base

plamming decisions.

IV Input Requirements and Data Elements, The System will require
data from the annual inventories of records holdings in all Agency offices;
a report on the volume of paperwork destroyed within the offices; the

Archives and Records Center accessioning activities; the Archives and

Records Center disposition actions.
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Paper to be drafted from the attached.

Definition of the Problem
Objectives

Background

General Requirements

A, Records Accumulatien
B. Equipment

C. Forms

D, Persomnel

~ 1list of common data elements (tentative)
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4 ..t RECORDS MANAGEMENT: INFORMATION SYSTEM .

b s Qe T

A.- In order to manage effectively we must have information
about that which we are managing.
Sf Cm O~5"\'—‘1 “d : .
o o B. \Tha{\ghgsigformation currently furnished to Agency managers
A : © . about the Recorf rogram and problems is inadequate and antiquated.

: A
$ R & kit

-

_ C. Tﬂét~thg?g:;y way'to:overcome the information gap in Records
' "Management is th¥ough ADP. O . ‘

2., Objectives

: A. To provide Agency,managers at all levels with information
concerning all phases of Records Administration.

R

B. To provide Top'Management with timely reports that will re-
. flect the total picture of the Records problem in the Agency.

3.' Baékground :

, A. Some information has always been available in various forms

. and in various places., Even if all this information could be brought

" together in one place, it could not be manipulated or used effectively,
. a.d-&eéeeii%zwou%éEﬂ6f:?Ef%ﬁﬁ%ﬁﬁhEmﬁGSaézpmogram. The reports that
Ca, . are currently being prepared in the Records Administration channel
, . are not complete; and by the time they reach the TOP, they are hope-
R - " lessly out-of-date. o ' '

o B. The Records Officers in the various components take physical -
1. inventories of records under their jurisdiction. Traditionally, this
o inventory has only been concerned with volume which is reported to
. RAB; a report is prepared for National Archives, then it is filed
: away and forgotten. With a little more effort on the part of the
-+ - Records Officers, a great deal of additional information could be -
' " gathered at the same time; and if automated, this information would
be available on a continuing basis. ' -

S SO U L U SO

; . : C. The Archives and Records Center prepares statistical reports
- " nmonthly, quarterly and yearly. These reports are read and filed
"away. It is impossible to relate these reports one to the other over
: a long period of time, and it is impossible to establish definite
— & - . trends or to make realistic,predictions. However, if made a part of

Approved For Release 2001/11/07 g@@mfoosgbmm 00040005-8 -




"an over—all ADP system, this information could be an extremely
- valuable tool in analyzing the Agency's records siewsage problems.

D. The Records Administration Branch prepares periodic reports
»and answers a multitude of questions concerning various aspects of
_the Records Program. Considerable research goes into many of these
reports and studies; however, usually they are pertinent for only
‘a short time and are used to answer a specific question. If these
repﬁzﬁs and studies. could be made a part of an over—all data base,
. thef'search and answers to the questions could be updated and re-
“cafied at a later date.

. E. With all the reports, inventorles, studies and statistics, .
.. there are still many questions about our records that have not and
' .cannot be answered, such as: '"What is the Agency's total annual
record handling cost?" "What is the total square footage used to
store records?” 'How many employees, at what grade,spend how much
~ time working with records?" ''What is the volume of records sche-
"duled to be transferred to the Archives next year. - to the Records
. Center?" and "What is the Agency's investment in filing equipment =
“how much will be needed next year - the next ten years?"

F.. By broadening our data base and establishing an ADP system,
. * we can overcome this too-little, too-late effort that characterizes
~our current reporting effort. When we conduct research, collect
.data or prepare reports, we add this information to our data base.
for future recall. Eventually we will not have to do extensive
research when a question is asked or a problem arises; we go to our
data base in the computer and obtain the answers.

. G. Two small functions of the wwmk program have been automated
- to some extent with much success. These are the Forms Management
“Program and the Archives and Records Center. The Archives and
Records Center has a tab card system that is currently furnishing
information to Records Officers that would be impossible to do
~manually. Accurate, up-to-date reports are currently being furnished
.. the Records Management Board, Records Officers and other Agency
" officials as necessary. The Forms Program has been automated by
0CS and quarterly listings by numerical, alphabetical, functional
. and OPI are produced. Copies of the listings ‘are sent to the OPI's
. Records Management Officer for review and corrective action.
Logistics, Supply and Printing Services also use  the central ADP
data on forms. e

A_BDP74 00390R0001 0004000
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. H. Several of the components have developed automated systems

° "to control various records programs. DDS&T developed an ADP
system for the annual inventory in 1969, CRS and Communications
"uses a tab card system to control TOP SECRET documents, NPIC is
‘using tab cards to control reports, the Retirement of Security
case flles is a part of an ADP system, the DDP Records Management
Staff has proposed plans to automate the 1970 inventory in DDP
“and DDI is working on an automated inventory.
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3 April 1970

l. Definition of Problem
OK ‘ o .

The information currently available to Agency managers
about the Agency Records, the Agency Records Problems,
and the Agency Records Program is inadequate and
antiquated.

The Primary Product and medium of the Agency is Records.
It permeates every segment of the organization and
impinges on every person and decision in the Agency.
Agency Records and Problems grow larger and more complex
every day. Programs to control those records and records
decisions by top management are inhibited by the lack of
adequate information, '

Records Problems and Control extend throughout the entire
life cycle of a document from its Creation to its
disposition including its very expensive systems for
storage,retrieval and use. This involves hundreds of
administrators, ﬁﬁousands of clerks, millions of dollars
in equipment and space as well as a direct impact on the
speed and efficiency of any and all Agency functions
whether administrative or Operational, automated or

Objectives

A. CK
B. 0K

C. To have available and prgvide upon call all information on
specific problem areag data to be so organized to
facilitate its formated presentation as well as to prepare
integrated reports on related areas and the results of
comparison analysis.
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